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Nearly  everyone  who  holds  a  responsible  public  or  business  position 
receives  and  makes  reports.   The  President  of  the  United  States  and  the 
presidents  of  the  largest  corporations  make  reports.  Every  business 
executive,  director,  superintendent,  supervisor,  and  local  representative 
needs  reports  of  facts  and  recommendations  of  others  who  are  a  part  of  the 
same  organization.   Traveling  salesmen  and  other  field  representatives  or 
agents  of  nearly  all  large  business  organizations  usually  make  reports. 
Every  business  man  worthy  of  the  name  takes  an  annual  inventory  and  keeps 
accurate  records  of  situations,  finances,  and  progress. 

Most  promotions  come  as  a  result  of  outstanding  achievements.  A 
comprehensive  annual  report  is  a  milestone,  annual  inventory,  or  record  of 
progress  and  achievement  through  which  the  extension  worker  can  let  the 
people  of  his  county,  State,  and  country  Xtnow  what  he  has  accomplished. 


I     DISTRIBUTION:  A  copy  of  this  circular  has  boon  sent  to  each  extension 
^       director,  State  agricultural-college  library,  and  experiment- station 
library. 
♦Revised,  August  1935. 
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Ray  Palmer  Baker  in  Ms  "book  entitled  "The  preparation  of  Reports"  ^  -'  states 
that  reports  are  "records  of  the  pas t ,  mirrors  of  the  present ,  and  charts 
of  the  futiire. "  Eecordi:'.  and  reports  constitute  the  most  reliahle  evidence 
on  which  to  tuild  progress  in  the  form  of  increased  n^  returns  from  .time 
and  money  invested. 

Most  people  who  get  satisfaction  from  doing  their  work  well  take 
pride  in  making  good  reports,  'hie   "best  extension  agents,  specialists,  and 
supervisors  in  each  State  do  their  work  well  and  usually  report  it  adequately. 
T-iey  realise  that  reporting  is  a  part  of  the  year's  work  which  should  he  done 
as  carefully  and  conscientiously  as  any  other  work. 

Records  and  Reports  Used  To  Keep  People  Informed 

Reports  of  extension  result  demonstrations,  which  show  clearly  how 
people  were  benefited  in  comparison  with  previous  losses  or  handicaps, 
reenforce,  research  data  of  the  a^^ricultural  experiment  stations,  and  help 
to  persua-de  people  to  adopt  the  practices  recommended  or  demonstrated. 

One  of  the  main  reasons  for  getting  a  record  of  people  who  have 
adopted  a  given  practice  is  to  use  the  material  a,s  evidence  to  get  others  to 
have  more  confidence  in  the  practice  and  later  to  adop^  it.   The  names  of 
the  demonstrators  and  the  first  50  or  100  farm  people,  well  scattered  over 
the  county,  who  have  adopted  a  new  practice  are  desirable  in  order  that  those 
who  have  used  the  practice  successfully  may  be  visited  or  questioned  by 
prospective  users,   ?ollow-tip  also  is  necessary  to  find  out  if  anyone  who 
tried  the  practice  failed  to  get  satisfa.ctory  results.   This  will  help  to 
avoid  criticism  of  the  practice.   Reports  based  on  records  showing  that  a 
relatively  large  number  of  farm  people  have  adopted  a  given  practice,  such 
as  short  cuts  in  sewing,  chick  sanitation  to  reduce  losses,  or  terracing  to 
control  soil  erosion,  help  to  gain  confidence  in  the  practice  and  make  other 
people  want  to  adopt  it.   People  think  a  practice  must  be  good  if  many  of 
their  neighbors  are  using  it. 

B.isiness  firms  value  this  method  of  influencing  people  so  much  that 
many  of  them  biy  ha.lf  or  whole  pages  of  space  in  newspapers,  magazines,  or 
on  large  billboards  to  "report"  to  the  -public  "that  everybody  is  doing  it," 
This  is  stated  in  various  ways,  such  as  "Take  the  Advice  of  the  Tten 
Million",  "The  paint  Tiiat  Covers  the  Earth",  and  "The  Universal  Car." 
Advertisers  pay  large  advertising  fees  for  the  privilege  of  reporting  the 
increase  in  the  number  of  cars,  and  the  like,  sold  the  first  half  of  a  year 
as  conpared  with  the  first  half  of  a  previous  year,  or  the  number  of  their 
cars  sold  in  a  given  area  compared  with  sales  of  all  other  makes  in  that 
area.  One  firm  spends  a  large  amount  of  money  to  "report"  to  the  public 
the  number  of  million  jars  of  its  product  that  were  used  during  the 
previous  year.   If  it  is  worfch  while  for  business  firms  to  let  people  know 
how  they  are  progressing  for  the  pn-rpo so  of  building  confidence,  it  is 
equally  worth  v-^hile  for  extension  workers,  whose  success  depends  more 


(l)   Baker,  R.  p.   The  Preparation  of  Reports  (engineering,  scientific,  and 
administrative).   468  pp.  Uew  York,   1924. 
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largely  than  they  realise  upon  the  reports  of  their  achievements  as  given 
in  monthly  and  annual  reports  and  in  the  press. '  , 

Saunders  and  Anderson  in  their  Ijook   entitled  "Business  Heports",  ^^^ 
state  that  the  purpose  of  business  I'eports  is  "to  carry  conviction,  to  hring 
others  arotind  to  a  point  of  vie;/,  and  to  persuade  them  to  adopt  the  course 
which  the  writer  advocates;  *'   Tliose  wh(^  write  good  annual  reports  usually 
can  and  do  develop  good  publicity  raa.terial  for  the  press.   Comprehensive 
summaries  of  the  work  taken  from  annual  reports  and  given  in  the  press  help 
to  advertise  the  worker  as  well  as  the  work  and  increase  the  confidence 
which  people  have  in  him. 

Keeping  the  Pu-hlic  Informed  G-ains  Good  Will  and  Support 

Large  corporations  usually  keep  very  elaborate  records.  Reports  are 
made  to  officers,  boards  of  directors,  employees,  ar..d.   stockholders,  based 
upon  hundreds  of  individual  reports.   The  purpose  of  many  statements  and 
reports  is  to  acquaint  stocMiolders  and  prospective  buyers  of  stock  with 
the  success  of  the  company.   Banks,  public  utilities,  and  other  business 
corporations  give  reports  in  the  press  to  g-ain  and  maintain  good  will. 
Reports  also  are  made  to  stockholders  and  employees  to  maintain  confidence 
in  the  management. 

Good  v/ork  cannot  bo  fully  appreciated  unless  people  hear  about  it. 
Every  growing  institiition  needs  more  and  more  operating  funds.   Continued 
financial  support  from  public  funds  for  aiiy  service  is  dependent  upon  keep- 
ing the  people  fully  informed.   Legislators  and  members  of  county  appropriat- 
ing bodies  are  most  liberal  in  apriropriat ing  for  something  that  the  public 
favors,  and  public  s.entimont  is  shaped  largely  by  oral  and  written  reports. 

State  and  I^ederal  reports,  based  upon  the  reports  of  individual 
workers,  help  to  get  larger  recognition  for  all  extension  work.   Summaries 
from  annual  reports,  given  in  local  newspapers  and  at  meetings  help  to 
inform  the  people,  of  the  county  about  the  agents'  activities  and  form  the 
basis  for  increased  coujity  a.pproprirations  for  extension  work.   G-reater  ap- 
preciation of  extension  work  results  in  increased  funds  for  research  relating 
to  farm  and  home  problems  and  helps  to  make  available  more  reliable  and 
fundamental  information. 

The  favorable  publicity  which  certain  farm,  practices  get  in  the 
county  and  State  press  and  the  agricultural  .iournals,  based  Tipon  material 
taken  from  the  monthly  and  annual  reports,  helps  to  popularize  those 
practices  and  crea,te  good  will  for  extension  v/orkers  among  both  rural  and 
urban  people, 

Reports  also  are  used  to  Justify  the  expenditure  of  public  funds  for 
the  support  of  extension  work  by  giving  taxpayers  a  basis  for  comparing  the 
merits  of  county  extension  work  with  other  services  supported  by  county 
tax  funds.  Adequate  records  and  comprehensive  reports  of  worth-while  results 

(2)   Saunders,  Mrs.  Alta  (G-winn)  and  Aiiderson,  C.  R,   Business  Reports 

(investigation  and  presentation),   411  pp.   illus.   Uew  York.   1929. 
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are  a  form  of  insi.irance  which  serves  as  partial  protection  agp.inst  tmjuet 
criticisrg.   Brief  sumniaries  of  annual  narrative  reports  arc  especially 
desiralDle  for  distrioution  to  "business  men  and  other  taxpayers. 

Report  of  G-reat  Benefit  to  Person  '.Yho  Maizes  It 

Extension  work  in  addition  to  "being  a  life  work  furnishes  an  ex- 
cellent hackground  of  training  and  experience  for  the  most  desirable  college 
and  experiment- station  positions.   It  also  helps  to  fit  some  fnr  important 
"business  positions.   TThen  prospective  employers  inquire  from  supervisors 
and  the  director  of  extension  regarding  the  ability  of  different  extension 
workers  to  fill  such  positions,  the  annual  reports  are  often  examined  care- 
fully ^s  the  most  tangible  evidence  of  each  person' s  fitness  for  the  higher 
position. 

Many  are  too  modest  to  \7rite  special  State  press  articles  telling 
of  the  good  work  they  are  doing.   When  articles  prepared  by  someone  else 
from  material  taken  from  the  narrative  report  of  an  extension  worker  appep.r 
in  some  of  the  State  papers  or  farm,  journals,  the  agent's  prestige  among 
farmers,  business  men,  and  others  who  see  the  article  is  increased, 

A  comprehensive  report  summarizing  a  year  of  good  work  is  a  source  of 
much  insxnration  to  the  faithful  worker.   Such  records  of  outstanding  achieve- 
ment serve  as  monuments  along  the  pathway  of  the  past  upon  which  those  who 
have  served  best  can  look  back  with  a  great  deal  of  satisfaction.   Such 
recollections  and  the  rcalizs.tion  of  a  fair  amount  of  success  result  in 
greater  enjoyment  of  one's  work.   Comprehensive  reionrts  holp  us  to  analyze  and 
build  on  our  failures  as  well  as  our  successes.   After  a  comprehensive  annual 
report  has  been  prepared  there  is  very  little  record  material  tha,t  needs  to 
go  into  a  dead  file  at  the  end  of  the  year. 

Many  extension  workers  fail  to  do  their  work  justice  in  the ir  re- 
ports.   It  is  a  great  disappointment  to  a  supervisor  or  specialist,  who 
knows  that  excejjtionally  good  project  work  has  been  done  in^a  county,  to 
turn  to  the  agent's  report  and  find  nothing  worth  using  in  a  State  project 
summary.   Some  have  such  meager  records  and  reports  that  the  lack  of  such 
evidence  of  results  is  depressing  when  agents  are  asked  about  their  work. 
Record  kee"ping  and  reporting  results  are  likely  to  be  most  obnoxious  and 
embarrassing  _to  those  who  have  little  to  shoxv  for  their  year' s  work.   When 
two  or  three  successive  poor  reports  written  by  the  same  person  arc  brought 
to  the  attention  of  the  county  extension  committee  or  the  State  extension 
director  with  the  explanation,  "That  is  all  he  has  to  show  for  the  time  and 
money  spent",  the  person  is  soon  asked  to  be  on  the  lookout  for  another  job. 

Reports  Valuable  as  Permanent  Records 

Adequate  records  and  reports  which  may  be  looked  upon  as  "red  tape" 
by  some,  are  considered  a  necessary  part  of  orderly  business  procedure  by 
tiiose  who  best  understand  their  value.  l«^ch  of  the  value  of  extension  work 
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in  a  county  is  lost  when  the  resigning  agent  "h-arns  the  bridges  "behind  him" 
"by  lea.ving  no  comprehensive  report  and  "by  carrying  away  most  of  his  records 
in  his  vest-pocket  meraora.ndum  "book. 

Comprehensive  reports  and  records  can  save  new  workers  a  large 
amount  of  time  "by  helping  them  to  take  up  each  project  where  the  previous 
worker  left  it.  Reports  should  show  what  important  demonstration  and  other 
work  has  "been  carried  on,  and  when  and  where  in  the  county  or  State  it  was 
done.  Ncomes  and  location  of  demonstrators  should  "be  given  also.   Demonstra- 
tions frequently  are  duplicated  hy  succeeding  agents  who  do  not  know  what 
demonstrations  have  "been  conducted  in  previous  years  and  with  what  results. 
Annual  reports  should  show  continuity  of  project  work  from  year  to  year 
without  giving  unnecessary  details.  More  use  should  "be  made  of  this  curaa- 
lativo  data.   If  certain  demonstrations  fail,  the  reason  should  "be  stated 
"briefly  as  a  matter  of  record.   County  extension  agents  and  their  successors 
need  as  definite  a  record  as  can  be  prepared  relating  to  the  num"ber  of 
people  adopting  practices  and  the  number  now  following  them,  in  order  that 
this  information  may  be  available  at  the  time  of  building  county  prograjns 
of  work.   Comprehensive  reports  serve  as  a  ^.lide  to  the  county  extension 
comjnittees  and  succeeding  county  agents  in  y i anning  pro r, rams  of  work  and 
projects.   Mien  certain  important  work  is  started  at  a  committee  meeting  it 
is  desirable  to  make  complete  records  giving  full  and  accurate  names  of 
influential  persons  present.   Complete  summaries  of  the  history  of  project 
work  are  especially  desirable  Vvhen  projects  are  completed. 

County  agents,  specialists,  and  supervisors  all  believe  in  and 
recommend  that  farmers  should  take  an  annual  inventory  and  keep  records  in 
order  to  study  their  business  and  get  a  larger  net  return  from  the  time  and 
money  invested  in  the  business.   Dairymen  are  urged  to  stop  guessing  and  to 
keep  a  record  of  the  production  of  each  cov;.   County  agents  encourage  each 
agricultural  association,  organization,  or  committee  with  which  they  coop- 
erate to  keep  a  record  of  each  meeting  and  to  prepare  an  annual  report. 
4— H  club  members  are  urged  to  keep  records  and  make  annual  reports.  Many 
agents  criticise  their  predecessors  severely  for  leaving  inaccurate  and  in- 
complete reports.   Keeping  records  and  preparing  reports  also  are  advocated 
because  they  save  the  memory.   Tliey  help  to  create  an  interest  in  and 
facilitate  studying  the  relation  of  extension  methods  used  to  results 
obtained. 

How  Supervisors  Use  and  Help  To  Improve  Heports 

Manufacturers  spend  millions  of  dollars  every  year  on  records  and 
reports  to  determine,  study,'  and  reduce  the  cost  of  different  operations  no 
matter  how  large  the  profit.   Extension  workers  and  their  supervisors  can  use 
similar  records  and  reports  v/ith  adequate  analyses  c?.nd  interpretations  to  get 
larger  accomplishments,  in  terms  of  people  reached  effectively  and  people 
adopting  practices,  for  the  time  and  money  spent  in  various  extension 
activities. 
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Reports  furniBh  supor'visors  suggestions  regarding  the  supervisory 
assistance  needed  ty  each  agent.   Reports  also  furnish  valuable  data  for 
the  study  of  the  work  hy  supervisors  and  extension  specialists,  in  order 
that  they  may  "bring  the  best  methods  used  and  results  ohtained  to  the 
attention  of  other  extension  agents  and  raise  the  gohefal  standard  of 
extension  work.   Some  "believe  they  can  judge  a  person's  ahility  or  lack  of 
ability  to  think  clearly  by  the  way  he  writes  his  annual  report,  taking  into 
consideration  clearness,  judgnent  in  selecting  what  is  most  worth  while j 
accuracy,  and  forcefulness. 

Extension  workers  like  to  see  their  own  report  material  brought  to 
the  attention  of  others.   They  a!l_^so  are  interested  in  knowing  what  other 
workers  are  doing.   There  are  various  ways  used  by  supervisors  for  giving 
extension  agents  more  coinncndation,  recognition,  and  satisfaction  for  pre- 
paring good  reports.   State  extension  offices  are  glad  to  furnish  agents 
with  excerpts  from  and  suinmaries  of  the  anroial  and  monthly  reports.  A  few 
supervisors  write  to  the  agents  v;ho  are  likely  to  be  most  benefited, 
coinraending  the  best  features  in  the  good  reports. 

Supervisors  in  some  States  include  a  discussion  of  report  writing  in 
their  2-   or  3-day  courses  on  extension  methods,  given  to  new  and  prospective 
county  extension  agents.   Some  supervisors  spend  from  half  a  day  to  a  day 
with  each  agent  who  needs  or  wants  help  with  his  annual  report.   These 
agents  are  assisted  in  reaching  a  better  understanding  of  the  purpose  of 
reports,  how  the  report  material  is  to  be  used,  and  how  to  prepare  better 
reports.   Suggestions  for  making  up  the  annual  report  are  sent  out.  Uniform 
covers  for  annual  narrative  reports  are  furnished  by  several  States  because 
they  encourage  better  reporting. 

Series  of  district  conferences  of  agents  are  held  to  help  lay  the 
groundwork  for  improving  annual  reports.   Several  reports  usually  are  placed 
on  display  to  encourage  a  closer  study  of  methods  of  reporting  used  by 
different  agents.   Tliis  helps  the  agents  to  discriminate  between  important 
and  unimportant  material.   The  quality  of  annual  narrative  reports  is  likely 
to  bo  observed  more  carefully  if  the  reports  are  graded,  and  some  basis  such 
as  the  following  is  used: 

Basis  Points 

Interesting  newspaper  style  -  -  -  ~  -  -  40 

Accuracy  and  completeness  of  data  -  -  -  30 

Maps,  graphs,  and  charts 20 

Worth-while  photographs  10 

Ten-year  summaries  of  county  agent  work  have  been  made  in  one  or  more 
typical  counties  in  each  of  several  States.  Analyses  of  report  material  and 
assistance  to  county  agents  in  preparing  summaries  of  reports  for  the  press 
and  for  use  at  meetings  have  given  the  agents  a  better  understanding  of  the 
purpose  of  reports  and  how  to  use  them. 
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r      A  circular  entitled  "County- Agent  Standards"  C^)  has  "been  used  "by 
county  agent  supervisors  in  at  least  15  States  for  talcing  an  inventory  of 
county  agent  work.   This  method  has  helped  to  clear  up  the  meaning  of 
questions  in  the  statistical  report  and  to  get  the  agents  to  report  more 
fully  and  more  accurately.   Such  an  outline-  also  permits  the  agents  to 
compare  their  own  accomplishments  from  year  to  year  with  a  standard  "based 
on  averages.  '■■■.'  ■   • 

Extension  Reports  Made  Availahle  for  Reference 

Statistical  and  narrative  reports  are  incorporated  in  State  and 
national  summaries  which  are  used  in  making  reports  required  by  law  to  the 
governor  of  each  State,  the  Secretary  of  Agriculture,  and  Congress.  The 
State  and  national  summaries  also  furnish,  material  for  other  State  and 
national  reports  of  extension  work,     '"' 

Uarrativc  reports  are  read,  summarized,  and  used  for  reference  at  the 
State  extension  office.   [They  also 'arc  read,  indexed,  and  used  for  reference 
at  the  Federal  extension  office.   The  master  index  prepared  each  year  hy 
the  Federal  extension  office  contains  ahout  30,000  reference  cards.   It 
shows  at  a  glance  the  State  and  county  reports  which  give,  outstanding 
results  and  the  methods  used  in  getting  those  results.   The  index  and  the 
original  reports  are  used  in  preparing  circulars  on  extension  work  and 
extension  methods.   The  number  of  items  indexed  in  'each  report  range  from 
one  to  more  than  50.   In  some  instances  no  items  are  indexed. 

The  kind  of  material  which  is  most  worth  indexing  is  primarily^ the 
same  for  local,  county-wide,  State  or  regional  use.   The  material,  which 
is  set  up  in  the  most  attractive  and  interesting  form  with  definite  figures 
and  other  results  reenforced  with  details  of  extension  methods  used,  is 
most  likely  to  he  indexed,  just  as  the  newspaper  material  which  is  set  up 
in  the  best  newspaper  style  is  most  likely  to  be  read.   The  items  indexed 
for  use.  in  the  Federal  extension  office  are  those  which  have  value  for 
extension  vi^orkers  with  reference  to  extension  methods,  for  use  in  regional 
press  releases  as  separate  items,  or  for  combination  with  similar  material. 
Material  showing  definite  accomplishments  and  which  is  at  the  same  time 
written  in  nev^spa-per  style  giving  the  "big  idea"  or  summary  first  is  most 
likely  to  be  indexed.   Relatively  few  figures  from  the  statistical  reports 
should  be  included  in  narrative  reports.   Figures  showing  outstanding 
re.sults  may  be  interpreted  in  narrative  reports. 

Some  of  the  reports  and  especially  the  State  and  national  summaries 
prepared  by  county  agent  supervisors,  extension  specialists,  and  directors 
are  in  almost  constant  use  in  furnishing  data  to  State  agricultural-college  . 
faculty,  extension  and  experiment-station  workers,  membters  of  the  staff  of 
the  Division  of  Cooperative  Extension,  the  Director  of  the  Extension  Service; 
members  of  Congress;  the  Secretary  of  Agriculture;  and  workers  in  other ^ 
bureaus  and  departments  of  the  Government  whb  request  information  relating 


(3)  Gilbertson,  H*  W.-  County  Agent  Standards,  U.  S.  Dept.  of  Agr.  Ext. 
Serv.   Circ.  158.  21pp.  1931.  •/ 
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to  special  subjects  or  to  the  work  in  certain  counties.   State  and  Federal 
research  workers  and  feature  story  writers  are  making  increased  use  of 
these  reports  for  determining  and  studying  farm  and  home  pro"blems.   These 
reports  enable  the  Division  of  Cooperative  Extension  to  prepare  "briefs  on 
a  variety  of  subject-matter  and  extension  Toroblems.   Special  articles  based 
on  the  reports  are  published  in  the  Extension  Service  Review,  in  the  press 
releases  of  the  United  States  Department  of  Agriculturo,  and  in  extension 
publications  of  the  various  States.   Digests  on  110  different  topics  were 
prepared  in  the  Federal  extension  office  based  upon  the  1933  reports. 

How  To  Make  Better  Narrative  Reports 

Better  reports  can  be  prepared  if  those  who  make  them  will  feeep.  more 
clearly  in  mind  the  purpose  of  reports  and  the  point  of  view  and  interests 
of  those  who  are  to  read  them,  especially  farm  people,  taxpayers,  supervisors, 
and  extension  workers.   The  use  which  will  be  made  of  report  material 
depends  upon  tHe  interesting  method  of  presentation  as  well  as  upon  the 
results  and  extension  methods  presented, 

llany  reports  show  lack  of  pruning,  revising,  and  polishing.   Report 
writing  requires  careful  analysis  of  material  and  sound  .judgment  in  choosing 
the  most  important  facts  and  what  to  emphasize.   The  effectiveness  of  a 
report  depends  primarily  upon  how  well  the  material  has  been  selected, 
arranged,  and  presented.   To  write  a  good  brief  report,  like  preparing  a 
good  short  talk,  requires  more  effort  than  to  prepare  a  long  report.  One 
writer  has  pointed  out  in  this  connection  that  easy  writing  makes  hard  reading. 

Reports  should  be  written  as  a  record  of  progress  and  for  the  purpose 
of  informing  and  influencing  those  who  rfead  them.  They  should  be  written  in 
an  impersonal  form  and  the  pronoun  "I"  should  rarely  be  used. 

Suggestions  for  making  better  annual  reports  can  be  obtained  from  a 
study  of  annual  reports  of  large  business  organizations  and  of  the  best 
reports  prepared  by  extension  agents. 

Include  kind  of  material  people  like  to  read 

Editors  want  human- interest  stories,  that  is,  what  people^ like  to 
read.   The  chances  of  report  material  being  used  or  given  publicity  are 
increased  in  proportion  to  its  news  value,  the  completeness  of  the  story, 
and  how  easily  it  can  be  found,  summarized,  and  modified  to  satisfy  the 
editor  or  reader. 

Some  reports  are  dull  and  uninteresting  whereas  others  hold  one's 
interest  throughout.   The  usual  or  common  results  are  not  as  interesting 
as  the  unusual.  Most,  reports  contain  too  mach  general  comment  on  the   ^       m 
situation  and  not  enough  concrete  facts  regarding  what  has  been  accomplished 
for  the  benefit  of  farm  people. 

Complete  narrative  reports  like  newspaper  articles  should  answer  some 
of  the  questions,  What?  '  Wlio?  When?  Wiovof   and-^y?  Ihcy   also  should 
give  the  "how"  fully  and  wind  up  with  a  sixth  "W^' ,  standing  for  "what  next", 
under  outlook  and  recommendations. 


5659 


-9- 

Many  extension  workers  have  improved  their  reports  "by  more  appropriate 
and  interesting  headings  which  help  to  clarify  the  reports  and  show  logical 
arrangement  and  the  relation  between  different  phases  of  the  work  reported. 
Grood  subheads  serve  the  same  purpose  as  do  the  show  windows  in  a  store,  hy 
setting  out  the  hig  ideas  to  lead  the  reader  to  want  to  read  the  paragraph 
or  section,   She  heading  "Ideating  Seed  Wheat  for  Smut  Returned  $12  Per 
Hour"  looks  more  interesting  and  worth  reading  than  a  section  of  the  report 
with  the  heading  "Plant  Diseases."  In  some  reports  the  summary  of  results 
in  a  project  is  placed  in  a  "boxed  paragraph;  in  others  text  is  underlined 
for  emphasis. 

The  title  or  legend  of  each  statistical  tahle  or  an  introductory 
statement  should  summarize  the  tahle  or  indicate  what  to  look  for.  This 
frequently  saves  the  time  necessary  to  read  the  tahle  a  second  time. 

Report  pages  should  "be  made  more  attractive  and  interesting,  with 
wider  margins,  shorter  paragraphs,  more  su"bheads,  "better  paper  and  typing, 
and  more  interesting  suhject  matter.   Short  paragraphs  give  the  eye  a  rest. 
Wide  margins  or  plenty  of  white  space  make  the  report  more  attractive  m 
appearance  and  more  easily  read.   Reports  usually  should  "be  single  spaced 
with  two  spaces  hetween  paragraphs. 

Be  specific  and  use  concrete  words.  Such  words  as  "some" ,  "^®^'' 
"many",  and  "much"  should  not  he  used  if  the  actual  figures  are  available 
and  would  strengthen  the  statements.   To  say  "121  families  culled  ^^^^^ 
flocks  as  a  result  of  the  cullings  demonstration  is  more  convincing^ than 
to  say  "hundreds  of  families  did  it."  The  figure  121  suggests  the  idea  that 
it  is  hased  on  definite  records,  whereas  hundreds  sounds  liko  a  much- 
exaggerated  estimate.   Statements  presented  which  cannot  be  accepted  without; 
further  evidence  are  looked  upon  as  personal  opinion.   Some  reports  are  ^oo 
conservative  and  others  take  too  nuch  credit  for  the  writer  and  do  not  give 
enough  credit  to  coworkers. 

Many  trivial  results  and  accounts  of  failure  can  be  omitted  unless 
they  are  considered  desirable  for  making  a  complete  record  of  demonstrations 
and  other  work. 

How  to  arrange  report  material 

The  report  may  take  throe  forms  with  reference  to  arrangement, 
chronological,  logical,  or  psychological.  Avoid  chronological  arrangement. 
In  the  psychological  arrangement  the  outstanding  achievements  and  0''^^°^ 
facts  of  greatest  interest  are  given  in  the  most  advantageous  place  m  the 
report,  which  is  the  beginning.  Proper  sequence  and  what  to  emphasize  can 
best  be  determined  by  preparing  an  outline  to  follow. 

A  brief  summary  of  the  year's  work  developed  simultaneously  with  the 
outline  will  help  to  visualize  the  final  report.   Placing  each  outline 
heading  with  its  sximmary  on  cards,  sheets,  or  in  folders  facilitates  change 
of  arrangement  as  the  report  is  developed. 
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Eeports  should  have  a  cover  page  showing  kind  of  report,  year  or 
other  period  covered,  name  and  title  of  vTi'itor,  State  and  county  or  other 
area  represented.   lEie  use  of  va^^-ae  titles  for  reports  is  undesirahle. 

To  facilitate  use  of  reports  for  roferonco  a  table  of  contents 
usually  is  used,  followed  h;v;  a  1-  or  2-page  suisraary  of  the  year^  s  work  to 
save  the  time  of  "busj-  readers.   Many  business  organisations  use  reports 
made  up  in  this  way  and  call  them  double  reports.  .-  The  sumraary  is  placed 
first  to  attract  attention,  arouse  interest  quickly.,  aJid  make  the  material 
presented  more  easily  understood.   Use  suramary  sentence  or  paragraph  at  the 
beginning  of  the  section  relating  to  each  project,  giving  the  "big  idea"  or 
most  interesting  facts  first,  followed  by  the  details.  Many  reports  give 
summary  of  the  goals  for  the  year  and  the' accomplishments  in  parallel 
columns. 

Reports,  can  be  made  more  .readable  from  the  start  by  rolegatinjg  t_o  the 
back  of  the  report  the  most  •gnint ere  sting  material  such  as  clippings,  type- 
written copies  of  news  articles,  long  lists  of  names,  supporting  tables, 
copies  of  circular  letters,  and  other  illustrative  material.   Clippings 
should  show  so^^rce  and  date.   There  are  mar.y    ollpi^ings  v^hich  need  only  be 
included  in  the  report  kept  in  the  county  as  a  complete  record.  Most 
constitutions  and  bylaws,  committee  reports,  and  proceedings  at  meetings 
might  be  attached  to  the  rejjort  as  exhibits  a,  b,  c,  and  so  forth.  Many 
reports  which  begin  with  a  formal  introduction,  followed  by  a  statem.ent  of 
the  soil,  climatic,  and  other  conditions  in  the  area;  m.cthods  used  in  program 
building  and  in  forming  and  cooperating  with  the  county  extension  association; 
and  financial  support  of  work  are  of  interest  to  local  people,  local  editors, 
and  county  agent  supervisors  the  first  year  or  two,  but  become  "old  stuff" 
after  one  has  read  them  several  years  in  succession. 

It  is  well  to  have  such  material,  stated  briefly,  available  in  the 
back  part  of  the  report  as  an  explanation  of  conditions  under  which  the  agent 
is  working,  for  the  benefit  of  those  who  are  not  familiar  with  the  local 
conditions.   It  also  may  be  desirable  to  refer  back  to  the  yearly  report 
which  contains  the  complete  statement.   Like  the  United  States  Census,  once 
in  5  or  10  yeai-s  may  be  often  enough  to  give  the  geography,  history  of 
agriculture,  and  the  like,  of  the  county. 

In  closing  the  main  part  of  the  report  it  is  customary  and  desirable 
to  discuss  the  outlook  for  the  coming  year,  briefly  indicating  extension 
activities  to  be  emphasized,  principal  changes  to  be  made  in  the  program, 
"and  plans  for  carrying  on  the  work. 

How  much  material  to  include 

It  is  difficult  to  suggest  how  long  the  narrative  report  should  be. 
Some  workers  can  write  m.ore  than  50  pages  of  good  r.aterial  and  others  seem 
unable  to  prepare  as  much  as  half  a  dozen  pages  that  are  worth  reading.   Some 
reports  of  outstanding  project  results  are  too  brief  to  be  used.   Others  are 
filled  up  with  newspaper  clippings  or  dozens  of  pages  of  programs  and  plans 
of  work  which  failed  to  produce  concrete  results. 
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If  ^'the  "report  :..s..,t.o-o- lon;^  the  reader  will:  e,it;her  fail  ;to  read  it  " 
or  read  it  „so._  hurriedly  i-nd  siiperfi daily  that  -the:  most  imr)ortant  parts  '-' 
are  overlooked.  ,  All  unnecessary  raaterial  should;  Ije  pruned  from  .the  "body 
of  the  report  to  save'  the  time  of  husy  readers.   It  is  very  disappointing 
to  read  two  or  three  interesting  pages  relating  to  the  plans  for  a  project 
and  how  they  were,  carried  out  and  then  find  a.;  sentence  at.  the:  end  reading, 
"These  demonstrat'i  ops';  were,  not  completed  on  account,  .of  it  he:  sOvere  drought." 

Exports  .  can  ."beVimproved  "by  including  appropria.te  explanatory . charts , 
maps,  and  pho  to  graph  5' , "  -pr  o  Y  i  do  d  they  really  help- to,,  tell  .the  story.  A 
single  chart  or 'photograph  will  sometimes  tell  more  than  several  pages  of 
description.  Uajny   excellent  photographs  are  received,  hut  thousands  of 
photographs  which  fail  to  illuGtrr.te  also  accompany  reports,  .The  State  and 
Federal  extension  offices  do  not  get  enough  good  pEo'fogi'aphs  to  illustrate 
press  material  developed,  ,  Uge  interesting,  legends -fpr-.photographs  .and  leave 
plenty  of  white  space  a!:'Ound  all  illustrations  included'in  reports.   Legend 
with  name  of  county  an.d  Staite  al SO-  should  he  .-eiven'on  "the  hacks  of  "photographs 
to  facilitate  identification  in  case  they  hecome  detached  from  .the  report. 
Graphic  charts  and  sketches  help,  those  who  prepare -as  ,v/ell  as  .those  who  •  read 
reports  to  visualize  G,t  a,g.lance  the  progress  made.:  ■  -Maps  help  .to  ^how 
distrihution  of  work,    .  ..;..  ■;■.::        '■,■   ...    •■  :i-         .',■ 

If  the  agent  has  accomplished  a,  great  deal  in  some  one  activity, 
especially  something  which,  has  Statp-wide.  or  Nation-xvide  puhlicity  possi- 
bilities of  value  to~  other  extension  ..w.oi-kers,-  it  should  he  reported  completely. 
Rcenforce  the  narrative  with  statistical  table  of  results  when  such  facts  are 
helpful.       ...  . .  .-..,  r,.,,,;.^  •,-  ..,]._  ,<■    ■      .  ..■   ■ 

Report  season  or  datq..  when, ^certain  work  was  accomplished  and  where 
if  such  information  has  important-'- -hearing,  on  the  result  or  the  methods.   The 
names  of  farmers  or  townships,  have  little, value  in  the  report  except  for 
local  puhllcity  and  office,  record  use,  , 

One  of  the  he st,  tests  of  which  are  the  strong  and  which  the  wealr  ■ 
features  of  annual  reports  is  the  preparatio-n  of  a  hrief  10-year  summary  of 
extension  v/ork  based  on  annual  reports,    .  ■. 

Report  extension  methods  fully  - 

The  amount  of  sp-ace  in  the  report  devoted  to  extension  methods  should 
be  governed  by  the  result's  obtained  and  the  success  of  new  methods  used. 
Little  space  need  be  devoted  to  reporting  the  use  of  a  standarized  plan,  such 
as  the  standard  plan  for  forming  and  operating  a  herd-improvement  association. 
On  the  other  hand  if  unusually  good  results  wore  obtained  with  a  new  method 
of  organizing  or  a  new  ty^^e  .of  herd-improvement  association,  it  should  be 
reported  fully.   Such  information  regarding  extension  methods  used  as  v/ill 
be  of  interest  fo  most  readers. can  be  included  with .the  stories  of  results. 
Analytical  statements  showing  the  effectiveness  of  extension  methods  usually 
should  be  given  in  the  latter  part  of  the  report.   Among  the  extension 
means  which  might  be  discussed  in  the  second  half  of  the  report  if  the 
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worker's  experience  is  likely  to  "be  helpful  to  other  extension  workers  are 
result  demonstrations,  meetings  at  result  demonstrations,  use  of  local  and 
county  project  or  enterprise  leaders,  methods  used  for  training  leaders, 
method  demonstrations,  circular  letters,  press  articles,  tours,  exhihits, 
and  campaigns,  .      .  : 

In  answering  the  question  "Who?"  give  due  credit  to  other  extension 
workers,  local  leaders,  and  agencies  cooperating.   Since  finding  or 
developing  local  leaders  and  o"btaining  their  assistance  in  forwarding  the 
work  are  among  the  most  important  activities  of  county  agents,  some  space 
should  he  devoted  to  who  they  were,  how  they  were  obtained,  and  how  they       f 
assisted. 

Material  must  "be  reliahle 

Among  the  essentials  of  good  reports  are  accuracy ,  com-pleteness, 
conciseness,  pro-per  emphasis,  and  attractive  appearance.   Reports  must  Tdb 
accurate  and  reliable,  so  that  persons  who  read  them  will  have  enough 
confidence  in  the  facts  given  to  quote  the  materic?l  furnished  or  to 
tabulate  it  with  similar  facts  from  other  counties.   If  the  statements 
made  are  only  rough  estimates  or  exaggerations  they  tend  to  discredit  the 
work  of  all  agents  and  are  especially  embarrassing  when  the  quoted  material 
comes  back  to  the  attention  of  people  in  the  agent's  own  county.  ^To  be 
reliable  and  accurate,  reports  must  be  based  on  adequate  records  in  field 
notebook,  on  daily  and  project  record  sheets,  record  slips,  or  on  cards, 
in  monthly  reports  and  project  folders. 

The  general  aim  in  extension  statistical  report  forms  is^to  ask  for 
material  which  can  be  used  in  the  county.  State,  or  Federal  office^for 
advancing  the  work.   The  statistical  report  form  for  county  extension 
agents  prepared  by  the  United  States  Department  of  Agriculture,  in  cooperation 
with  State  Extension  services,  naturally  is  limited  to  questions  which  apply 
to  a  large  number  of  States  and  counties  and,  therefore,  contains  some 
questions  which  do  not  apply  to  all  counties.   The  general  nature  of  the 
statistical  report  makes  it  the  more  imperative  for  the  individual  county 
extension  worker  to  write  a  narrative  report  which  uill  tell  a  complete  and 
satisfactory  story  of  the  year's  activities  and  accomplishments.   Since  no 
statistical  annual  report  form  is  provided  for  specialists  or  supervisors 
it  is  desirable  to  include  a  relatively  complete  statistical  summary  at  the 
close  of  their  narrative  report  unless  brief  statistical  tables  are  woven 
into  the  report.   It  is  often  advisable  to  use  a  5-  or  10~year  table  or 
other  summary  to  help  to  show  continuity  and  progress  made. 

How  to  get  the  facts 

Careful  estimates  furnished  by  some  agents  who  make  good  reports 
indicate  that  the  time  necessary  for  keeping  adequate  records  as  a  basis  for   | 
reporting  is  less  than  10  minutes  per  day.   In  getting  records  of  results, 
it  is  very  important  that  it  be  made  easy  for  demonstrators  and  extension 
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worksrs  to  keep  a  record  "by  furnishing  sirrrple  record  forms  containing  only 
a  few  questions.   Tacts  indicating  progress  can  oe  obtained  through  a 
comparison  of  demonstration  results  with  averages  hased  on  census  figures 
for  a  county. 

Lists  and  other  information  relating  to  the  number  of  people 
following  the  practices  recommended  can  he  obtained  through  the  following 
methods: 

1.  Circular  letters  sent  to  list':^  of  prospects 
obtaJ.ned  at  extension  program-building  meetings 
and  project  meetings. 

2.  Surveys  through  local  leaders,  4-H  club  members, 
cooperators,  or  school  children.  . 

3.  Information  gathered  through  to'.vnship  assessors, 
demonstrators,  or  special  survey  comm.ittees. 

4.  Requests  by  county  agent  for  reports  from  those 
present  at  meetings;  requests  through,  the  press  and 
during  farm  or  home  visit s„ 

5.  Reports  obtained  from  dealers  in  seed,  feed, 
fertiliser,  liimber,  and  other  persons  who  handle 
commodities  involved  in  the  adoption  of  recommended 
practices. 

Reports  from,  farmers,  dealers,  loaders,  and  others  always  can  be 
obtained  more  readily  if  information  is  given  them  at  the  beginning  of  the 
year  regarding  what  use  is  to  be  made  of  the  reports  and  their  importance. 
Promises  in  advance  to  fill  out  a  questionnaire  help  to  lay  the  basis  for 
getting  a  larger  number  filled  out.   More  people  will  reply  if  they  arc 
promised  something  in  return,  such  as  a  circular  or  a  copy  of  some  special 
report. 

A  comparative  study  •'  of  the  cost  and  accuracy  of  obtaining  reliab'.c 
information  from  farmers  for  his  annual  report,  made  by  Dan  E.  Miller,  county 
agent,  Howard  County,  Mo.,  indicates: 

1,   That  for  questions  regarding  farm  practices, 
amounts  of  m.aterial  used,  equipment  possessed, 
acreages  of  crops,  etc.,  information  f^^rnishcd  by 
local  leaders,  obt-ained  from  a  mail  questionnaire, 
or  by  personal  interview  using  a  random  sample,  are 
all  reasonably  accurate  and  consistent. 


(4)  Dan  E.  Miller.   Relative  Cost  and  Accuracy  of  Methods  for  Securing 

Agricultural  Extension  Information.   (Thesis)  University  of  Wisconsin, 
1932. 
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2,  Tiie  mail  questionnaires  returned  show  a 
little  higher  standard  of  living,  and  a  slightly 
higher  percentage  following  improved  practices 
than  the  average  for  the  whole  group, 

3,  Tne   information  furnished  "by  a  leader  for 
a  neighhor  corresponds  very  closely  with  the  way 
that  neighbor  v/ould  fill  out  a  mail  questionnaire 
or  answer  the  questions  of  an  interviewer, 

4,  The  first  50  replies  to  a  questionnaire  sent 
to  1,300  farmers  gave  approximately  the  same  results 
as  shown  "by  the  entire  339  questionnaires  returned, 

5,  Averages  "based  upon  information  from  lea.der 
reports  remained'  practically  constant  after  a'bout 
200  farmers  were  reported  upon  concerning  any  given 
practice. 

6,  Each  of  the  three  sampling  methods  proved  as 
accurate  as  the  Federal  census  taken  the  same  year- 

'f-     Itie  cost  of  ohtaining  information  through  local 
leathers  was  4.4  cents  per  farm  as  compared  to  10.2 
cen.^^s  per  farm  reported  when  the  information  was 
o"btained  through  a  mail  questionnaire. 

Let  Us  "Make  the  Best  Better" 

All  are  interested  in  the  results  obtained  by  others  doing  similar 
work.   The  more  outstanding. the  results  the  more  eager  all  are  to  see  a 
detailed  report  of  the  extension  methods  used.   The  amount  and  quality  of 
the  report  material  which  can  be  made  available  to  all  extension  workers 
are  dependent  upon  the  kind  of  material  received  in  the  reports  of  indi- 
vidual extension  workers,  A  much  larger  fund  of  information  on  extension 
methods  could  be  made  available  to  all  extension  workers  if  each  of  the 
7,700  workers  would  furnish  a  more  complete  and  usable  report  of  his  or  her 
experience. 

The  public  expects  progress  in  every  field.   Old  equipment  and 
machinery  are  replaced  by  improved  kinds  before  the  old  ones  are  worn  out. 
People  want  improved  models  in  automobiles,  radios,  "talkies",  farm  and 
home  equipment,  clothing,  in  fact  everything  which  can  be  improved. 

Extension  workers  can  help  to  main t-:^  in  a  greater  g-oprociatjon  of 
their  work  and  increased  interest  in  the  press  m^a-torial  developed  from  their 
reports  b;^  adopting  improved  methods  of  rcTiorting.   To  do  this  will  necessi- 
tate furnishing  the  kind  of  reports  that  people  will  want  to  read  and  use, 
and  in  which  they  will  hav'3  confidence.  We  r.mst  keep  the  public  informed 
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to  retain  its  cooperation  in  g^Ating   more  farm  and  iione  practices  adopted. 
Reports  are  records  of  progress.  Adequate,  reliable  records  and  reports 
are  essential  .as  a  basis  for  developing  na,xiriur:.'i  efficiency  in  extension 
teaching.   Biere  have  been  nai'kod  iraprovcaents  in  the  reports  of  extension 
workers  in  recent  years,  but  there  is  still  nuch  roon  for  further 
inprovenent.   Every  extension  v/orkcr  should  nake  his  annual  report  a  credit 
to  hinself  and  to  the  great  work  in  v/hich  he  is  engaged. 
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